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All Indenting Departments
(as per list enclosed)

Subject: Proforma for sending requisition.

Sir,

The undersigned is directed to say that, at present, the information regarding
vacancies to be filled up on the basis of open competitive examinations is required to be
furnished to the Commission by the Indenting Departments/offices in the proforma
prescribed as per Annexure VI of the Handbook of Procedures.

The Commission has reviewed the proforma. The revised and simplified format of
the proforma is enclosed. All indenting Departments are requested to circulate the revised
format to offices within their jurisdiction and henceforth use the revised format for sending
reguisition.

Yours fait?;})ully,

(T.N Skaria)
Deputy Secretary



For Open/Departmental Examination only

Proforma for Requisition

Instructions
Kindly note the following instructions before filling up the format.

A. The Staff Selection Commission{SSC) makes recruitment of Group ‘C’ (non-Technical} posts
and Group ‘B’ (non-gazetted) posts where the maximum of the Grade Pay is Rs.4600/-.

B. The requisitions for posts in Ministries/Departments/other specified cadres in Delhi shouid
be sent to Under Secretary(P&P). In case of Group Y posts situated in Subordinate Offices in
Delhi and all Offices outside Delhi, the requisition should be sent to the concerned Regional
Office of the Commission.

C. Each requisition is to be accompanied by the following documents:-

a) A copy of the notified recruitment rules with GSR number.

b) A copy of the No Objection Certificate obtained from the Central (Surplus Staff) cell of the
Deptt. Of Personne! & Training in accordance with the CCS (Redeployment'of Surplus
Staff) Rules, 1990 notified vide DOPT Notification No. 1/14/89-CS.1I} dated 28.2.1990 and
DOPT letter No. 1/5/2000-CS. il dated 10.11.2000. ‘

¢) A Certificate in accordance with DOPT OM No. 36035/19/99-Estt.(Res.) dated 17.9.1999
in order to ensure compliance with the provisions of the Persons with Disabilities (Equal
Opportunities, Protection of Rights and Full Participation) Act 1995.
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Proforma

1 (i) Organization / Office Name : Code D:]:I:I

(if) Ministry/Department to which attached

2. Complete postal address of the Head
of Office of the Organization

3. Requisition for recruitment to

(a) Name of the post : . Code: Ij:]:]

{(b) Scale of pay i PBY/PBI Code: D Use Afor PBI&BforPB I

(c) Grade pay : L4 Dj:]:l

{d} Classification 1 Gr. C Non Technical/ Use B for Gr. ‘B’ Non-Gazetted
Gr. B Non-Gazetted Code: .

Use C for Gr. ‘C’ Non-technical

4. Total vacancies:

{Enclose a detailed State/Union

Territory —wise statement}

Details
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(b} Horizontal
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5. Any other information the indenting Office wants to provide: (Enclose separate sheet if
necessary)
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it is certified that:

{a)
(b)
{c)
{d)

{e)
{f)

The information furnished against the above mentioned columns are correct and based on the
official records available with the Office;

Vacancies projected in this requisition are all regular vacancies which fall within the direct
recruitment quota and necessary sanction of the Govt. for these posts:is available;

The vacancies reported will not be withdrawn nor the number and category break-up of
vacancies shall be altered under any circumstance;

Suitable personnel are not available with the Surplus Cell of DOPT for filling up these
vacancies;

Policy relating to 3% reservation for persons with disabilities has been dully followed;

(i) * The post for which this requisition is being sent has been identified ‘as suitable for being
manned by persons with disabilities. Vacancies reserved for the disabled have been suitably
indicated in the vacancy posmon,

{ii)* The post for which this requmtlon is being sent has been identified .as suitable for being
manned by persons with disabilities. However, none of the vacancies reported hereby has been
earmarked reserved for the disabled; .

{iii}* The post for which this requisition is being sent has not been identified as suitable for
being manned by persons with disabilities;

(iv}*The establishment/organization to which the post is to be filled up, for which this
requisition is being sent has been exempted from the provisions of Section 33 of the Persons
with Disabilities (Equal Opportunities, Protection of Rights and full Participation) Act, 1995.

(8)* The number of vacancies for SC, ST,OBC etc. as mentioned in Column 4 above

are in accordance with the reservatian quota fixed by the Govt. for these
communities.

(h) Candidates nominated by the $S5C against the vacancies reported in this

(i)

requisition shall be given appointment by this office within three months from the date
of nomination.
The posts involve/do not involve AISL,

* Strike off whichever is not applicable.

Signature and official Seal
of the Officer authorised to
send this requisition,












